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Supersedes: | 05.28.12 CALEA: NA 

APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish procedures for department personnel court attendance. 


GUIDELINES: Department members shall attend court as required. Members attending court shall 
project a professional, credible image and will follow proper courtroom etiquette, including 
organization, testimony, conduct, and adherence to standards of courtroom attire set forth in ADM-17, 
Dress Code and Grooming Standards. 


PROCEDURES: 
I. General 
A. Members will appear in the proper court(s) at the appointed time(s). 


1. Members shall arrive in time to gather evidence, case files and other necessary items prior to 
the start of court. 


2. Members must sign in and out of court in the log book located in the officer’s lounge. 


3. Prior to the scheduled start of court, members with one court obligation will wait in the 
courtroom if adequate space is available. Members with cases in multiple courts should wait in 
the officer’s lounge located on the second floor of the court complex after checking in with the 
individual courts and the Victim Witness Representative. Officers should not congregate or 
wait for their cases anywhere except the courtroom or the Officer’s lounge. 


B. Members will honor all subpoenas or court obligations. Court takes precedence over any other 
duty assignment, training, or leave time. Exceptions are as follows: 


1. The member is off on sick or injury leave, to the extent that he/she is not ambulatory (if a member 
merely has a cold and does not feel well this does not mean he or she can miss court. The 
member’s ability to function (e.g., drive) must be impaired due to the illness). Members must 
follow these notification procedures when calling in to advise of a court absence due to illness: 


a. Members shall, no later than 0830 hours on the morning of the scheduled court appearance, 
contact the Court Liaison at 393-5191 (extension 7165 from a city phone) or, after 0800 hours, 
235-4543 and clearly leave the following information on the voice recorder if he or she does 
not answer: 


1. Your name and employee number; 
2. The reason for your absence; 


3. The specific court(s) and case(s) names for which you are scheduled; 
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4. A call back number where you can be contacted; 
5. If you call in prior to working hours attempt to contact the court liaison officer when he 
or she reports in to work to ensure that he received the message. 


b. In the event that a member does wake up ill and/or late, he or she must call the Court 
Liaison as soon as possible. A late notification is better than none. 


2. The member has suffered a death in his/her immediate family. 


3. The member is involved in handling a case on the street. The member will advise his or her 
supervisor and the Dispatcher. The Dispatcher or supervisor will notify the affected court and the 
Court Liaison that the member will be late. 


C. If an officer receives a subpoena for a case during his or her excused leave it is the officer’s 
responsibility to notify the court liaison who will then notify the Commonwealth Attorney’s (CA) 
office. The CA will attempt to get a new court date. 


. Officers shall forward a copy of their subpoena to the court liaison officer. 

. The court liaison officer will notify the CA’s office or the appropriate court of the conflict. 

. The CA will notify the officer in writing if he or she is excused. 

. Only the court or the CA can excuse an officer from appearing in court. It is the officer’s 
responsibility to follow up on this request to ensure that he or she is authorized to be absent. 


AUNE 


D. Members are subject to corrective action if they are tardy or absent from court. Additionally, the 
court may impose penalties for contempt of court or failure to appear. 


1. If an employee has an unexcused court absence, the employee’s supervisor will take 
immediate corrective action. Supervisors may handle a single unexcused court absence as a 
First Group offense for unsatisfactory job performance if: 


a. The absence was unintentional and not the result of a willful disregard of court obligations; 

b. The employee has had no other unexcused court absences within the last 12 months; 

c. The unexcused absence is not associated with the employee’s failure to follow established 
policy for training/leave requests; and 

d. The employee has adequately explained to his or her supervisor how he or she will 
prevent a recurrence. 


2. Supervisors will treat all other unexcused court absences as a Second Group offense. 

E. Members will check with the Police Records Unit (PRU) daily, when on-duty, for any new 
subpoenas and shall not refuse to accept any subpoena issued to them by PRU personnel or any 
other authorized constitutional officer. Members who are off work on sick, injury, or extended 


leave, but who are ambulatory, shall call PRU weekly for subpoenas. 


F. Members with Circuit Court cases shall call the Victim/Witness Office phone recording the evening 
prior to the scheduled court case to obtain case status. 


G. Members are responsible for securing all evidence prior to attending court and shall notify the PMU 
at least two PMU business days in advance of a scheduled trial that evidence is needed (e.g., if 
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evidence is required on a Thursday, the request should be made no later than 0800 hours the 
preceding Tuesday), by either: 


1. Submitting an evidence request via the Police Intranet (preferred method); or 
2. Submitting a request via city email address to Police Evidence Request; or 
3. Making the request in person to the PMU (least preferred method). 


H. Members shall return all evidence not remanded to court custody to the PMU at the conclusion of 
their court appearances for the day. If the court retains evidence, the member shall ensure the 
appropriate Clerk of Court completes a Property & Evidence Receipt and Disposition Form (PPD 
form 142). The proper box needs to be checked if the evidence is to be retained by the PMU, 
destroyed, or released, and a prosecutor must sign the form to be returned the PMU with the 
evidence. 


I. When testifying, members shall: 


1. Be prepared with all paperwork and evidence and know the facts of the case. 

2. Avoid using police lingo, codes, and military times. 

3. Answer questions briefly and concisely, using “yes” or “no” when possible and not provide 
information not specifically requested. 

4. Present all evidence as requested in a logical and precise manner. 


J. Officers who need to subpoena victims/witnesses to General District and Juvenile & Domestic 
Relations Courts must submit subpoena request forms to the appropriate clerk’s office as soon as 
possible. Officers must complete their witness lists using the designated witness list computer 
program, and must submit the witness availability calendar with the witness list. The CA’s Office 
handles subpoenas for cases tried in Circuit Court. 


II. Requests for Court Absence 


A. Members requesting an excused court absence for the purpose of training, annual leave, military 
leave, etc., of which the officer has advance knowledge, will use the Leave Tracker program to 
request leave 60 days in advance. 


III. Appearance in Multiple Courts 


A. Members who have subpoenas to appear in more than one court during the same time period shall 
prioritize their appearance as follows: 


1. Federal Court 
2. Circuit Court 
3. General District Courts and Juvenile & Domestic Relations Court 


B. Members shall notify the affected court clerks of the conflict by submitting a Police Officer’s 
Request (PPD form 66) requesting that a case or cases be advanced or dropped on the docket so 
as facilitate appearance in all courts. Members shall also notify any CA’s involved in the affected 
cases and the Victim/Witness coordinator of the conflict. 
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C. Members are responsible for notifying all affected courts, setting an appearance schedule, and 
adjusting it as necessary. 


D. Members who have out of town court and Portsmouth court, or multiple out of town courts shall 
contact the affected CA’s office for guidance. Members will also notify the court liaison officer 
who will place the officer’s name on the court leave report. 


E. Officers appearing in court in other jurisdictions shall notify their supervisor that they will be out 
of the city. 


IV. Annual Traffic Court Date Selections 


A. Members shall pre-select court dates annually in accordance with instructions from the court 
Liaison and Technical Services Units utilizing the electronic calendar tools available for this 
purpose. 


B. The 0900 court docket (Monday, Wednesday and Thursday) is reserved for night shift and field 
training officers. 


C. The 0900 Tuesday Traffic Court docket is reserved for Virginia State Police Troopers. 


D. The 1400 Tuesday and Thursday Traffic Court dockets are reserved for Strategic Traffic Unit 
officers. 


E. The Friday Traffic Court docket is reserved for arraignments. 
V. Serving as a Witness in Special Cases 


A. Department personnel who are requested or subpoenaed, or who intend to testify as a witness in 
any trial, hearing, meeting, or deposition, other than as a prosecution witness on behalf of the City 
of Portsmouth, Commonwealth of Virginia, or other political subdivision of Virginia, which 
resulted from official law enforcement duties, will notify their supervisor in writing, with copies 
to the CA (or City Attorney if applicable) prior to testifying. This relates to testimony that could 
be detrimental to the Department, cases pending in the CA’s Office, or cases pending in the City 
Attorney’s Office. 


B. Department personnel shall not discuss the evidence in any case arising out of Departmental 
employment with attorneys, other than members of the CA’s office, or City Attomey’s office, 
except in the presence of, or with the knowledge of, their supervisor. This relates to personnel 
involved in city vehicle accidents, any action involving city equipment, or litigation involving the 
city in any manner. 


VI. Parking at the Court Complex 
A. Members shall park along Lincoln Street in the areas marked “Permit Required.” Unmarked and 


personally-owned vehicles must display a Lincoln Street Parking Permit, issued by the Parking 
Authority, and available from the Patrol Bureau Administrative Assistant. 
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B. If space is available, officers in marked vehicles may park in designated “Law Enforcement” 
spaces adjacent to Lincoln Street, in the vicinity of the CA’s Office. 


C. The parking spaces behind General District court in the parking area adjacent to Wavy Street are 
reserved for other law enforcement jurisdictions, the Virginia State Police, and contractors. 
Portsmouth Police personnel shall not park in these spaces. 


D. Police employees are personally responsible for payment of any parking fees or fines associated 
with improper parking, whether in a department-owned or personally-owned vehicle. Requests to 
“VOID” a parking ticket must be filed in accordance with OPR-31. 


APPROVED: Awe Ce, Mock 
Dennis A. Mook, Chief of Police 
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